Approved For Release 2001%%: E IA-RDP61-00423A000100080029-2

Chief, NEA Support Stefe 9 JUL 1958

Executive Assiatant, 08 Start (DD/P)

25X1A SWMWA- Interin Report on Positions in the
Gffice of the Chiet

25X1A Toe following points were discussed with you on & June aud sre now
submitted gz part of the | St

; v Becretayy -~ Stenn GS«T

The werk performed end the records maintetned by the iucumbent appear
o be eatislactory but the volwms of work should reguive somowbat less
than full time. Work fectors ave ss follows:

1. PFollow up on replies to Aduinistrative dispebches. TS per momth
25X1A 2. Aasign control musbers |GG 2t
DeRrende. 100 per month
3+« Madntuln office Liles. %4 drawer
L, Comtwol and follow up on comments for proposed
5. Prepare correspondence originating in the
Office of the Chief.
6. Serves as receptionist for phone calls and visitors.
7+ HNiscellaneous duties requiring sn estimated 25 per-
cent of totel time: medntensnce of Regalation Manuels,
sssigmment of parking speces, ilssusnce of BI suthorize -
a:hima, Wmtim of dispatches to COS re trovel,
storvianoe mergeney m

a. Becommendation: Revise the Dispateh "faxzmr u;p system, B8 Pro-
vided in the atinched procedure

Justification: Abstrects sre being furaished with each dfs-
gawhfwthemmeoramfmmm
laga malotained throughout the Divisions. The

posed procedure mmkes use of these shstracts
mwmwmmmmm@maw
maintain the present systes which vequires the ]

witing out of a complete log eniry for esch case. i

b. FRecommendetion: Reduce the work mwd in the sssignuent of
control mumbers to memorends Initisted in the
25X1A by ﬁling copies of the memoranda
) 2 chrono file instead of writing out =211
the information now entered in the control register.

Justification: The proposed system will save the time of typing i
out & complete log entry in the register for esch case. !
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¢, Recommendstion: Transfer to this position responsibility for
the Division's time and attendance reports and
pay check distribution.

Justification: | tionally this function is properly placed
, 8 paBced on & secyenariel position

which ne t0 be relieved of same of the aspigned
duties. It im believed that adoption of recom-
mendations & end b gbove should add sufficient
free time to this position to permit teking on
this added burden witbout reducing the effective-
sess of the imcumbent in cospleting her other
sasigneents within the normsl work week.

Records Mensgement Officer GBS-11
The duties being performed primerily concern day-to-~day records problems

but 4o not represent the comduct of en egressive BRecords Nanagement Pro-

gram, which the imtcusbent has neither the training or expericnce to wnder-
take. Such a progras would undoubtedly pey dividends but the writer has
no knowledge of the extent of the records problem througbout the Divisiou.
Present operation of the Records Management Progrom would permit some
‘#fditional dutiecs to be underteken by the locwumbent.

2. Becommendation: Provide for the incumbent to acguirve some Tormsl
training in Records Mansgement. (Courses axe
given Jocally by the Americen University, the
Department of Agriculture, and the National
Arvchives. The DD/P Becords Officer bas been re-~
gquested to obtein brochures for you on the courses
that are eveailsble.)

b. Recommandetion: Assign the Security Officer function to this
poattion.

Justificetion: The dutles can be assumed without interfering
with present sssigowents. The fumction 48 now
resigned 1o the Personvel Officer who is heving
difficulty in handling persomnel tasks within
“the normel work week, Although the Porsosnel
Officer states that very little time is reguired,
it sppesrs than an spprecisble amownt of time
would be mocded Af all the Security teasks des~
eribed in the sttached list are fulfilled.

Digtribution:
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1 - Mgt Steff

Attachment:
Tagk Iist of Security Officer




